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BEST AVAILABLE IMAGES 

Defective images within this document are accurate representations of 
the original documents submitted by the applicant. 

Defects in the images may include (but are not limited to): 

• BLACK BORDERS 

• TEXT CUT OFF AT TOP, BOTTOM OR SIDES 

• FADED TEXT 

• ILLEGIBLE TEXT 

• SKEWED/SLANTED IMAGES 

• COLORED PHOTOS 

• BLACK OR VERY BLACK AND WHITE DARK PHOTOS 

• GRAY SCALE DOCUMENTS 



IMAGES ARE BEST AVAILABLE COPY. 



As rescanning documents will not correct images, 
please do not report the images to the 
Image Problem Mailbox. 
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'■Awarding a bonus 
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Shetlay Neorc - Prpduct HMi«gcr 



TABLE OF CONTEMTS 
C Company phtosophy 
• Poitcy fitapshot 
^ Manager's role 
O Legal considentions 



A compote compensation pragram can enhance lha cofflpany^ afaitiiy to annct. motivata and ntam tha highasi cabbar talani. 
As p •ffbrmanct is closaly tud to compancation and aHm rswafda. an vCactM bonua program racognizaa amployae contribution 
and sncourasM a hi^ psifiBnnfftca ciAim. 

a. underciaiKting tho componsatlon progrAm 



(X» bomie.plaft datignid to.motlrata amployaas and rewanf MMduals itsponsbia fin tha omaO niccatt of iha.buslnats. 
Rknam art conducted aami-anhuaOy. in Xm and Dacamlier. The aasociated bbmtna are payaUo July 15IK and DecenMr 15th. 



Tha foBowmg cnteria art used to dttarmina tM^ethat a bonut is a 

• ernployea^ indmduri paffomtme agairnl e^^^ 

• Utapaifcmnanca oftha company as avviv^ 

• relaiMi patfemunca contribution to lha bustheaa (contnbulion tavel compared with peers, and aftsodates) 

• tho amounl <tf bonus budget evailabie.to tha department 

Budget 

• The saisiy coimnittva delenninas the borwy budgat 

• The bonus budget Ihts year is 5% of base compensation. 

• Saniof maiiagemani ' comrnuntcat as the bonus budget lomamgers. 

• Qonii raoDfTsnsndatiohe' should hot eicetd the budget for the deptrtmeni 




It (S youl responsibirdy to: 

• detenrune whether MTiployee« should receive a bonus awtfd 

• evaluate each eni;^y9« fahty. based on dear, written obisct'ras 

• use the evatuation as a basis for. bonus focommendations 

• rocoimrnend boriis awards to Human Resources in a tiin^ mannef 

• cornrmNiicale thie ai^rowd bonus eweh) to each en^^ 

Guidelines 

• Keep bonus awanJ recommendattons within the budget for the depaitment. 

• Document perfomia«ice successes and faauise that may tSttL so employee's bonus. 

• Pnmde. parlamianee fieedbKh and explain the Brdc between perfoflnanee and bonus announis. 

• Ensure that your top parlbrRiars aiv batr^ fowsnfed af^irt^malely. 

Respinces 

• Compansatioh Ptdosophy Manual 
« bonus poBcy 




Clear and accurate conwnuracation of employee salary-related information, including increases and other rewords, must bs 
conducted in e non-discrtmtnatory manner. Afl compensation infoirnation must bs treated as hi^ty confidential 
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'Awarding a bonus - Actions 

■ESSSSSSSShHH 



ShcUey Hoot* - Product Managtr 



TAS LE Of C ONTEflTS 

• Tasks 

A Prepmlton 



In ih» tabtfl b«tew. you wifl fmd » Hstmg cf critic** mWeslones to mart as yoo awanl a bom«; 



* , ^ " MHcaones ? 


■ - -"'-^ Kev dales-' -rs''^:^-' '/ 


-fcimsn R»toutc»f comfcictt « bonus kick-o9 mttiing. 


M9«omb«f 3 and Juna 4 


>5)i>buts Seff-ismsment Form to aD omployeM. 


f4Dv«<nter 15 and Jun* IS 


Ccdi«ct S^MCwcmM Form. 


htouernber 20 and Uuno 20 


Complete a Goals Rasuiis F«irm (oi «ach fnphy: 


MoMmbCf 20 ~^!and Juno 20 * 25 


Submt ndnl bonus awaid recommandalions to your dapartnisnt haad and 
"fuman flssouim te sppnival. 


fiotenbet 27 and Junt 2B 


SchedulB a msettn9 with eacft employee to oview pottQimance and obtain a 
signed Ooa]3 Resufts fom. 


Decomber 1 and Juty l 


Communicats approwsd bonus aMwds to t ach ampioy ts. 


Dftcsmbar IS and Ji4y 


9onu£«<ar«pay«b|o. 


;)scamb«r 20 and Jufy 20 



mi. 



for any prapotad bonus 



VjAtsn yoti award tmployoot a bomitryw 

• dt^nb<4a to and coltod fiom sach omptoyes a Sdf-ssssssmsflA Fomt 

• rtwMT smpleyof ptrfbnnanco mtaturod iig^iw goali 

• complflls a doal Rostds Fonn for oach tmployea 

• subml inititf racemfflandaikms to your dopaftmtiil hoad and Human Resouicas to obtain approval 
a w wids 

• sehodulo • masl^ niAih «ach.em|rfoyat to miaw rssufis 

» pfdv^o Hiimon PesbuRreo wth'^ filial Coal Rssufts Fotm. signsd by y<M and the on^oyee 
eemmonicala iht app^ovtd bonus.swaid to aach «n^yss 

D«t«tiMbii»9 tti* appiaptiat* bsowt omouM 

To deiennms th« appfopfiste bonus amount for sach atnpipyee. you should. 

• msftsurs iha anqpibyWs prograss against goals 

• provide a percent ags for 'gMl accompltshed' 

• csteiJMs iha total indMduai (^bjactM as 

• compais the total int&nduat otfjoctNo parceniago ag«nst tho a mp l o yt e 'a bonus o^oitunity 
pi«vtdlQ9 abova avM a^a bohusasto top paifointsis 

tf you M that c«<t»n sffl^ym perfermsd iigrBficaiitty battar than othars and desawa add^iontf rowards. censkfar indma»ing| 
thair tMjftus a*wfd. To do this, yob musr: 

• ba sura Iht total bonus parcentaga is stffi vnthm budgat ior.youi departmora 

obtain ' approval from your-dapaitnunt hoad H Iho bohus ts boyond tho oattitScbod 'range for an emptoyee 

• bs piepsred to docunwnt tow the employasli perfoiiiiance and current respsrtsddiMs warrant the adddnnd awanl 

»vtdiit0 n« bomtsas t« pear parl«im«rs 
If you foal thai certain amployt** dnd not parform up to st»ndsrd. you may choos* not lo awwwd titem a bonus. P«mamb«f, 
bonuses ars not guarartteed and are a rcftaction of an af^>loyee'8 performance. The decision not to awani a bonus can be an 
appropnate and eSactiw nrratirational tool. 

if you do not ewwd a bonus to an en^loyeo. be sum to: 

• docuntem the reasons why the on^loya* should hot rsceiw « bonus (e.g.. the emptoyee is rated 2.5 or belM) 

• cleady explain «4ist the emptoyee n«ad« to do going f9iwanj to bnpniwa parfai m a nc a 

• amer leto doltait at a racoiAm«hd*d bonus arnour« 

To niAe bbrm ncoinmondations. um At Coinpensjiion f m n a g t nttn ty stent. 



mm 
tec 



To assist yott in prepamg for iMnrding a bonus, you n 



> t^gredeti andbofM«oppO(taniliee 
• annual budget 



fir- 
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Customer 04 


11 
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^ this topic 







CMrreitt Locdtjop^^ 

Advisor 
^ Authoring ) 
. • Authoring 

Actions 
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••Cbarvje Setdnvf 
i'Manaoe S«cuftty 
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r Aligning with corporate goats 
Assessing your current organizstion 

* Awarding a bonus ^ — 

^ Creating a career development p)en 
« Creating a performance improvement plan 
» Conducting a performance reww 
M Creating a fitat&tg stan 

Creating a succession ptan 
« Developing a salary plan 
- Driving performance imprpvertient 
« GMng a sotary increase 
•■^ GVaniing stock options ■ 

* Hiring an employee 

identifytng yoiir optimum organization 
' Managing a change in em;rioyee ttaiut 
9 Managing a comptatnt 
» Managing a leave of absence 
-« Managing a reductmn In foite 
n Managing 3 resignation 
« Managing atterniance 
« Managing ongoing perfarmance 
<k. Managtng the fieedback process 

* Onboardtng an employse 
^ Promoting an employe? 
^iRecnjittrtg an sniployee 

Setting goats arid oti^aVeo 
v^^afTing 9 position 
« terminasing an erm^oyae 
«^Understandin3 tha condensation program 



J 



Tvpe N«me 

Contact roles 
<^ Employae groups 
^ Event types 
% Unitft 

^ Substitution variables' 
^ System wanabtea 



Typ* .Nan"ve 

^ Home page content 




There are no kerns to show tnlNs view of the 'ConSacts* list, to create a new 
item, elicit 'Add new item" below. 

a Add new item 
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Choo89 an event type <^--au.-; 
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Selected events 



Hen«^ng a reduction in force 

Promoting an employee 

Driving performanco improvement 

Creating a staffing plan 

Creating « performance improvement plan 

Mena^^ng the feedback process 

Onboardmg an employee 

Htnng en emptoyee 



E) 



Managmg a resignation 
Civing a <afarf increase 
Terminating ah etmHoyee 
Granting stock op^s 
Conducing a performance review 
Managino a change in en^oree status 
Developtng a c^ary pl&n 



i > Chooso an event type fuoderstanding tha «»mpe o»at ion program 

1 ' ' ' ' ^ " 



1 1 RiUi^ configuration 
j 1 .!;Pub«st» contacts 
I I C Pubtish employes summary page 
i Z Pi^l»h index pages 
^ Publish mtnager home page 
r'-Pi^ish pictures 
CI Publish resources 



{ OAtithortii<| Prevlev/ 
|(Seivei - http://evo-2k3-zb79l: Aiea 

sejv.fl - ':zi *f»v. Mv^.t ~ 
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^ufrent Location 
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5lction«-^ ^ 

Vuploa'd Document 
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■|^^Oe]Seciinty 
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« Mahaga users 
' Manage siie groups 
A Change ponat site properties 
" Manage pcital site stnicture 
■» ConSgure search and'index'tng 
'^'Coi'^lgura usage analysis processing 

■ Add new link 

» bi^Ismant etion cwifiguration 

* Application saltings 
- trace settings and log 
« Emfrfoyee summary schema generator 

* Compliance tracking reset 
"Cache refresh 

% Authofia customer conneciion 
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HMMj^^Co/np/iance report 


m This tDPk 



|£urrcnt Locotlon 

g C6mp6«nc8 
I repcit 

'Actioris:^: 



aM«n«a^ Cont«M' 
•TSWitoiHv.tmli* 



This report fists the ewm for wWch compfiance is reqiired and specifies ^^hich managers have acknowtadged reading th« evara content. 



Cv»nt tUiii* 

Creating a staffing pUn 



Manning a taave of absence 



Ken H»eht 



781530Z0B 



ftyan Smith 



3/?3U?IW4 2:38:49 PM 
^3/23/200* Z:3e:0B PM 



■^EditJ?age'. 
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